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This class will cover some of the newer & more advanced items available through the CMA. The
basics of content entry are covered in the introductory class.

Getting Started

Enter the CMA

Prepare Training Web Site

YV V V¥V V VY

Click on W3 PREVIEW

Change the URL to /training

Click on the About Us button

Click on the link for Intermediate Content Entry

You will be given a Group assignment by the instructor. That will be the category you
will be using during the class.

Complete Overview through the bottom of page 3

Overview

This section will provide an overview of creating Content, adding Assets and displaying Assets. It
will provide an opportunity to review the very basics of content entry.

Create HTML content

>

>

YV Vv VvV ¥V Vv V VY V

Select CONTENT/ADD CONTENT (from left navigation of CMA)

Select Category Group (Pre-Select) of primary category:
TRAINING-ABOUT_US

Select Primary Category - Make sure you select the whole category:
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP (1, 2, 3, 4, or 5)

Content Type = HTML

Enter Content Title: “Your Name HTML Content”

Enter Priority & Expiration Date (Tomorrow’s date)

Enter Agency Contact & Phone if desired

Enter Description (Short Text) (Limit of 4000 characters)
Enter Body - enter a simple one or two sentence paragraph
Enter Keywords

Click ADD
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Add Asset

Assets are stored in the Vignette CMA Training\Student Files folder on the Desktop of the
PCs. We will be using a PDF file for this exercise.

Select ASSETS/ADD ASSET, from the left menu

Select Training from the menu, if needed

Click the Browse button and navigate to the Student Files folder. Select a PDF file.
Select the Asset Permission: TRAINING-ABOUT_US-ASSETS

Enter the Asset Description: Place your name and date in the Asset Description.

vV VvV VvV VY Vv V

Enter the CMA keywords, if desired. This is used to search for the asset within the
CMA.

Y

Click Add

Copy the Asset ID number into the notepad for later use

Associate Asset

Edit the HTML Content created earlier.
> Select Content and List/Search Content, from the left menu
Enter Your Name (exactly as you entered it in the title field earlier) in the Text field
Click Search
Click 1D(edit) next to the appropriate piece of content

Scroll to the bottom of the screen until you find Associated Assets

vV Vv V¥V VYV V

Enter the Asset ID number and click Associate
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Link To Asset

> From the left menu, select CONTENT/ADD CONTENT

» Select Category Group (Pre-Select) of primary category:
TRAINING-ABOUT_US

» Select Primary Category - Make sure you select the whole category:
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP (1, 2, 3, 4, or 5)

» Select Content Type: LINK

» Enter the Content Title
» This will not display
» This is used when searching for a piece of content on the List Content screen
» For the title enter Your Name - Link Content

» Leave Priority

» Leave the Release Date as today’s date

» Enter Expiration Date (tomorrow)

Enter Description (Short Text) (Limit of 4000 characters) (optional)

Enter Keywords

Select Link Type = External

YV V Vv V¥V

Enter URL

» Since this is to be a link to an Asset, simply enter the ID number for the Asset
(saved from above) and select the Asset radio button

» Enter Link Text (Click in field, the CMA will auto-copy the Content Title field to the Link
Text field)

» This is what is displayed for the text of the link on the page
= Should ALWAYS be the same as the Content Title

» Click ADD
» Look at your content on the Training Site

Stop Here - Wait For The Rest Of The Class!
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Shortcuts

Adding Asset to HTML Content

In the overview assignment, above, instead of following the directions as written and adding an
asset using Add Asset in the left navigation in the CMA, then finding the Content using List
Content and associating the asset to the content:

B. Add Asser
1.

I T

®

9. Write down the Asset ID number for later use.

C. Associate Asset

1.

2

3.

Assets are stored in the Vignette CMA Training\Student Files folder on the Desktop
of the PCs. We will be using a PDF file for this exercise.

Click Add Asset from left navigation.

Select Training from the menu, if needed.

Click the Browse button and navigate to the Student Files folder. Select a PDF file.
Select the Asset Permission: TRAINING-ABOUT_US-ASSETS

Enter the Asset Description: Place your name and date in the Asset Description.

Enter the CMA keywords, if desired. This is used to search forthe asset within the
CMA.

Click Add.

Edit the HTML Content created earlier
a) Click List Content

b) Enter Your Name (exactly as you entered it in the title field earlier) in the
Text field

c) Click Search
d) Click (Edit) next to the appropriate piece of content
Scroll to the bottom of the screen until you find Associated Assets

Enter the Asset ID number and click Associate

We can do all of that in one step after we have added the content using the One Step Add and
Auto-Associate Asset feature.

» After adding the HTML piece of content, scroll to the bottom to view the Associated

Assets area. Click One Step Add and Auto-Associate Asset.

Asset ID Asset Name Asset Path Assodiation Flag
Add an Associated Asset

Enter Asset ID - Shortcut:

OR... Select from a List of Assets to Associate OR..JOne Step Add and Auto-Associate Asset |

Delete Assodation

» Complete the steps necessary to add an asset

You will be left at the Edit Content Item screen.
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'EIEDEt Asset Name Asset Path Assodiation Flag
451687 trainee_author /documents/training/Sample_2_451687_7.pdf @ -Tite Priority: 100 Delete
- 3/25/14 - &) -Component Onhy

PDF file
@ -Both Comp/Cont
Add an Assodated Asset

Enter Asset ID - Shortcut:

OR... Select from a List of Assets to Associate OR... One Step Add and Auto-Associate Asset

Delete
Association

Creating Link Content to an Asset

In a similar fashion, we are able to use the One Step Add and Auto-Associate Asset feature to
expedite creating link content to an asset.

» Add Link Content in the normal fashion, except don’t add the URL
» Use One Step Add and Auto-Associate Asset to add asset to database

» Then get Asset ID number from the asset listing at bottom of Edit Content screen

“'SIEDH Asset Name Asset Path Assodiation Flag
451690 |trainee_author /documents/training/Sample_2_451690_7.pdf @ -Title Priority: 100 Delete
- 3/25/14 - ) -Component Onhy

PDF file
— -Content Only I Update Association
@ -Both Comp/Cont
Add an Associated Asset

Enter Asset ID - Shortcut: -

OR... Select from a List of Assets to Assodiate OR... One Step Add and Auto-Assocdiate Asset

Delete
Association

> Put the Asset ID in Link URL field, check Asset radio button

LINK FIELDS —

Link Type: O Internal @ External (New Window)
Link (URL):
: - 451690
Content © fasset 9| [2]
Link Text: Title of PDF File :

» Click Update
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> Click Delete Association to delete the asset association

ASI‘:)H Asset Name Asset Path Assodiation Flag "e"!’t:;o“
451690 frainee_author /documents/training/Sample_2_451690_7.pdf ) -Title Priority: 100 Delete
- 3/25/14 - ) -Component Onby
PDF fie © ~Content Only
@ -Both Comp/Cont
Add an Associated Asset

Enter Asset ID - Shortcut: -

OR... Select from a List of Assets to Assocdiate OR... One Step Add and Auto-Associate Asset
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Locate Content

Locating existing content is an important part of using the CMA. There will be many times that you
have to edit existing content. Even if you can see it on the web, locating it in the CMA can

sometimes be a challenge.

Search by ID

> Locate Content ID in URL

Since the portal dynamically generates content from a database using templates and
components, the URLs it generates can be quite a challenge to decipher.
This is a link from a piece of content from the Family Services theme

(http://www.michigan.gov/emi/1,1303,7-102-112 220_221-324630--C1,00.html). By looking

at the URL it is difficult to determine where the page came from other than it was
generated from the Michigan.gov web site. We need to break the URL into sections in
order to understand it. See the table below.

Break Down of the Michigan.gov URL:

Path of site
http://www.michigan.goviem

Cache Setting

Site ID

Content ID

Special ID

.1303,7-102-112 220 221-324630--C1,00.html

Template ID

Language

Category IDs

Customization

site.

Path/directory: This is the path of the

emi/1,1303,7-102-112 220 221-324630--C1,00.html

Content ID: This is the ID of the piece of
content that is being displayed within the body
of the page. The Content ID can be used in the
CMA to find a particular piece of content.

emi/1,1303,7-102-112 220 221-324630--C1,00.html

NOTE: There are always two dashes after the Content ID number. If there are three dashes
after the last number, then it is NOT a Content ID number, but a Category ID number.

» Select CONTENT and LIST/SEARCH CONTENT, from the left menu, then enter the
Content ID number for one of the pieces of content you have entered

Search By... D: 324630 Edit 324630
> Click Edit
OR

» Click Search
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http://www.michigan.gov/emi/1,1303,7-102-112_220_221-324630--CI,00.html
http://www.michigan.gov/emi/1,1303,7-102-112_220_221-324630--CI,00.html

» Click on the |D link to view the Edit Content screen again

ID(edit) Title Description/Link Priority

324630 | Locate Content Sample
Matching Rows 1-1 of 1 m m MNo More

How can I locate my content? 100

Release

Date

Date

03/25/2014

Expiration Delete

Delete

Search by text

>

>

Select CONTENT and LIST/SEARCH CONTENT, from the left menu

Enter part of the title of the piece of content you wish to search for and click Search

Text: sample

If more than one item appears in the list, determine which is the one you need and click
ID(edit). (If you are unable to edit the content item, you do not have permissions to the
content. This means that it is not your content, but someone else’s with a similar title.)

iy
(edit)

67045

67406

67662
68931

70089

71001

71002

73353

Matching Rows 51-75 of 503 m

Title Description/Link

M03-04 [documentsMDOT_IM03-04attach_63108_7.pdf
Attachment -

Sample

Identification

Sample Sample Content
Content

FOP Sample

Sample
Adjuster for
the Insured
Contract

Sample Burn  hittp:/fwww.michigandnr. com /publications fpdfshuntingwildifehabitat/burn_plan_sample. pdf
Plan

Sample
Vertical
License
Image

Sample
Traditional
License
Image

Sample Jdocuments/Viritten_Partnership_Agreement_71598 _7.doc
Partnership
Agreements

Priority Release Expiration Delete

450

100

100
100

g

n

0

30

100

Date Date

01/28/2003

05/07/2003

05/08/2003
05/25/2003

06/13/2003

06/27/2003

06/27/2003

08/12/2003

{Delete}

{Delete}

{Delete}
{Delete}

{Delete}

{Delete}

{Delete}

{Delete}
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Search by Author/Editor

> Enter all or part of a User ID in the Created/Updated By field

Search By... D: Edit
Text:
Crt?atedepdated christensen
By
Search Type: NORMAL [~]
Expiration Date: = [+]
Release Date: = E
Sort By Content ID []
Display Count 25 ||
» Click Search
A list of all the content by that author will be listed.
Matching Rows 1-25 of 2053 -m
D Title Description/Link Priority Release Expiration Delete
(edit) Date Date
216 Food Recals http: /fwww.michigan.gov/mdard/0,4610,7 100 06/02/2001 {Delete}
-125-1566_2404 2437---00.html
261  Public Sex Offender Register http: /fwww.mipsor.state.mi.us/ 100 06/02/2001  06/02/2001  {Delete}
433 Gaming Control Board http: /fwww.michigan.gov/mach 100 06/16/2001  06/01/2004  {Delete}
470  Senate http: /{senate.michigan. gov 100 06/02/2001 {Delete}
475  Library of Michigan Jhalfo, 1607, 7-160-17445_19270— 100 05/02/2001 06/01/2004 {Delete}
00.html
486  Library of Michigan Jhalf0, 1607, 7-160-17445_19270-— 100 06/02/2001  06/01/2004  {Delete}
,00.html
500 Famous Michiganians Jhalfo,1607,7-160-15481_20826_20836-— 100 06/02/2001 06/01/2004 {Delete}
,00.hitml
503  Stuff About Michigan-Kids Page  /hal/0, 1607, 7-160-15431_19268_20778-— 100 06/02/2001 06/01/2004  {Delete}
;00 himl
515 Economic Data Jhalfo, 1607, 7-160-17451_23396_28416-— 100 06/02/2001 06/01/2004 {Delete}
,00.html
516 Population and Housing fhalf0,1807,7-160-17451_28338-— 100 06/02/2001 06/01/2004  {Delete}
;00 html
705  Pupil Accounting Manual fmde0, 1607, 7-140-5235_6539-22360- a0 0af02/2001 {Delete}
,00.html
706  Pupil Auditing Manual jmdef0,1607,7-140-5235_6539-34231— 390 0&/02/2001 {Delete}
00, html
1166 Commission for the Blind [ffiaf0,1607,7-124-5460_7258---00.html 90 06/02/2001 {Delete}
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Search Type
» You can perform either a Normal search or search by Category. Normal is the default.

» Click the Search Type drop down box and select Category. It will take a few minutes for
the screen to refresh and the display to change.

Search Type: CATEGORY ||

» The display will now display a hew drop down box

e | A
Text:
Created/Updated
By:
Top Category: | =" SELECT ONE ----—- > [=]
Search Type: CATEGORY [«]
Expiration Date: = |z|
Release Date: = IZI
Sort By Content 1D [=]
Display Count 25 |;|

» Select one of your categories from the Top Category drop down menu

_AE - -
Top Category: TRATINTNG-ABOUT U5-INTERMEDIATE CONTENT-GRCUPL Iz‘

» Click Search and explore the results

Matching Rows 1-9 of 9 mmm Mo Mare

ID(edit) Title Description/Link Priority Release  Expiration Delete
Date Date
455 Dealer Training hitp://www.michigan.gov/sos/0,1607,7-127- 40 06/02/2001 {Delete}
1631_8849-29975--,00.html
1357  Dinner Cruises/Dinner http://www.michigan.org/Things-to- 90 06/02/2001 {Delete}
Trains Do/Dining/Dinner-Cruises-and-

Trains/Default.aspx?m=7; 2&city=

4458  Who wil be trained in Who wil be trained in Vignette? Wil training be 100 10/24/2001 05/21/2013 {Delete}
Vignette? Wil training be  held locally?
held locally?

4486  Wiltraining be provided? Wil training be provided? 100 10/24/2001 05/10/2012 {Delete}
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Search by Expiration/Release Date

Searching by Expiration and/or Release date allows you to locate content that was either

released or expired within a certain timeframe. You can specify a number of different operands,
such as equal to (=) a certain date, Greater Than (>) a date, Less Than or Equal to (<=) a date,
etc.

> Enter the desired information

Expiration Date:

Release Date:

Sort By

Display Count

=]
=]

Expiration Date |E|

25 [+

» Select the appropriate operand for the Expiration and/or Release Date

Release Date

Expiration Date:

» Click Search

IDj=cr) Title

109271 Cument
Ewenits

114860 Population
estimates by
age and s=x

116278 Observations
on State
Popalation
Projections
to 2030
Relesssd by
the U.5.
Ceansus
Basreszas: Am
Anzshyrsis by
Kenneth
Darga

116244 MNew State
Popalation
Projections
to 2030
Relezsad by
the U.5.
Ceansus
Basreszas

194598 Gres=n
Lodgiing

1z298 Michigan
Welcome
Center Map

Escpiration Diste: = [+

Release Date: >=[+]| o1/01/2008

Sort By Expiration Date [~
Display Coasnt 25 E|

Description/ Link

hittp: /v soenses, go v/ popest/statesasrhy SC-ast 200402, hitmd

Idoouments/hal_lm_census_Observations_on_the BC-O05_Projections_1 22888 7.pdf

hittp: /v soenses, go v ipopaslation/woene) projections projectionsageses. html

flara)0, 4601, 7-154-25676_25677_37026—, 00, heml

hittp:/fvwowner michigan. cnglWelcome-Ceanters/ Dafauh. aspo

Priority

100

100

100

100

100

Release
Date

01/31/2005

D4IDE D05

D422/ ID05

D422/ ID05

D&/ 15/ IDE

03012010

Expiration|
Date
D101 200D

D101/ 2001

D101/ 2001

D101/ 2001

D101/ 2001

DE/11/2001

Delete

{ D=

{Drabene)

{ D=

{Drabene)

{ D=

{Drabene)
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Sort by

» Click on the Sort By drop down box

Sort By Content ID
) Content I
Display Count Release Date

Expiration Date
== Title (Ascending)

Title (Descending)
Description (Ascending)
Description (Descending)
Body (Ascending)
Body (Descending)
URL

» Select one of the following methods and click Search. Note the differences in the
display.

Content ID

Release Date

ID(edit) Title Description/Link

Learning
Resources
from the
Michigan
elibrary
157768 2005 Single Downloadable 2005 Single Business Tax Forms and Instructions.
Business Tax
Forms

163368 Survey
Reports

172221 Chid and /documents/mde/CAHCcontacts2007_203105_7.pdf
Adolescent
Health Center
Program
Roster

113715 Distance http://web.mel.org/dobasicsearch.jsp?searchText=distance +learning&searchTopic=0&searchMethod=2 100

Priority

100

20

100

Release [|Expiration Delete

Date
01/01/2005

01/01/2005

01/01/2005

01/01/2005

Date
14/25/2005 {Delete}

{Delete}

{Delete}

6/03/2008 {Delete}

Expiration Date

Title (ascending or descending)

ID{edi) || Titke Description/Link

201808) MDOT seeks public comment on |December 21, 2012 -- The

proposed changes to hazardous JMichigan Department of

materials routing designations in fTransportation (MDOT) is seeking

Detroit public comment on proposed
‘changes to the non-radicactive
hazardous materials (NHRM)
routing designations for four
routes located in Wayne
(County.

291137 | MDOT seeks public comment on jDecember 10, 2012 — The

draft 2013-2017 transportation JMichigan Department of

program Transportation (MDOT) is seeking
public comment on its draft 2013
-2017 Five-Year Transportation
Program.

261940 Weave/merge lane and
smoother ride for US-31 in
Muskegon County

Priority Release Expiration Delete
Date Date

100 12/21/2012 {Delete}

100 12/10/2012 {Delete}

100 09/08/2011 {Delete}

Description (ascending or descending)
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= URL
» You may also choose to list a different number of items by changing the display count

Display Count 25 |-

50
(100

Browse Category

You can get a look at the structure of the site by using the Browse Category feature. The
Browse Category feature also allows you to locate and edit content.

» From the left menu, select CATEGORIES/ BROWSE CATEGORY

CATEGORIES BROWSE

CATEGORY

» Click the site Training to enter the Browse Category feature

(Note: Selecting List ALL Sites will display a view of all SOM sites)

Last Used Site Level Categories

IN PROGRESS Categories

List ALL Sites

The categories are displayed as:

= LIVE = Green
= |N PROGRESS = Black

= EXPIRED = Red

TRAINING-ARNOLD_2013_10 & # +  TRAINING-ABOUT_US ©# + TRANDGESTILL 201211
TRAINING-BOTTOM_NAV_LINKS ~ # | | TRAINING-ADLER 201409 @& & _ o/ :
TRAINING-ELLSWORTH_2014014®> # | | TRAINING-ALEXANDER_201409 <& # _ TRM"]"G'ESHLL-MHMW s
TRAINING-ESTILL_2013 @4 || TRANING-ASSETS ? | RADIGESTIL 201302-
TRAININGESTILL 201401 <& # |*  TRAINING-BLACKBURN_201309 <& ¢ W
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» Click VIEW CATEGORY TREE

IMN_PROGRESS PREVIEW WVIEWS VIEW CATEGORY TREE

Up One Level to SITE CATEGORIES

You will see Stats and all the Categories listed in a hierarchical fashion.

Stats: Total Pages (from this category downward) = Live Navigation Categories (19) + Live Content (247) = 266

VIEW LEGEND / HELP

Go to Top of Site

-0 Training N # Browse To TRAINING:18386 (IN_PROGRESS)
-1 Our Favorites N # Browse To FAVORITES:18458 (IN_PROGRESS)
-2 Music N # Browse To MUSIC:18470 (IN_PROGRESS)

-3 Rock N # Browse To ROCK:18471 (IN_PROGRESS)
-4 Artist 1 C & Browse To ARTIST_1:18592 (IN_PROGRESS)
-4 Artist2 C & Browse To ARTIST_2:18593 (IN_PROGRESS)
-4 Artist3 C # Browse To ARTIST_3:18594 (IN_PROGRESS)
-3 What'sNew O # Browse To WHATS_NEW:18476 (IN_PROGRESS)
-3 Classical N # Browse To CLASSICAL:18722 (IN_PROGRESS)
-4 Mozart C # Browse To MOZART:18723 (IN_PROGRESS)
-4 Beethoven C # Browse To BEETHOVEN:18724 (IN_PROGRESS)
-4 Bach C # Browse To BACH:18725 (IN_PROGRESS)
-4 Rachmoninov C & Browse To RACHMONINOV:18726 (IN_PROGRESS)

» Click VIEW LEGEND / HELP

Stats: Total Pages (from this category downward) = Live Navigation Categories (19) + Live Content (247) = 266

VIEW LEGEND | HELP

[ ven scen vt |

‘Gu to Top of Site

Displays a list that explains Categories (Type/Status), Content (any type), and the List
Content Button:
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Categories: (N = Navigation; C = Content; O = Other)

Category Type/Status Example

N/ IN_PROGRESS: Current Openings N & Browse To CURRENTIOBS: 1508 (IN_PROGRESS)
N/ LIVE: Budget & Operations N # Browse To OPERATIONS: 1438 (LIVE)

N / EXPIRED: Parole Board N & Browse To PAROLE_BOARD:58680 (EXPIRED)

Cor O /IN_PROGRESS: Careers in Corrections assets O # Browse To ASSETS: 1439 (IN_PROGRESS)
CorQ/LVE: Alphabetical List of Prisons C # Browse To LIST:1789 (LIVE)

C or O/ EXPIRED: C & Browse To REGION1:1422 (EXPIRED)

Content: (any type)

Content Status Example

IN_PROGRESS: Attorney General Charges Former Head of Oakisnd ISD & [ ID: 89700 IN_PROGRESS
LIVE: Parole Board units ral ‘/rO’ St. Vincent's Home & [ ID: 66248 LIVE

LIVE and EXPIRED: bore F [ IB 5055

DELETED: %ﬂ%%ﬂﬂ:l—-qﬂ?ﬂa#@:‘ﬁ&%f IH%%E&EFES

DELETED and EXPIRED: Buckitip-orpay-tipr & | 1068315 DEFTED-Fxpied

List Content Button:

NOTE: At the site (top) level, only site administrators have access to the list content button. For all others, the button wil
appear after selecting a category from the tree.

SITE ADMINS: Listing content at the site (top) level may take a long time, depending upon the size of your site. You may
choose to select a category from the tree first (to load a smaller section of the tree), then list the content.

+ Example of the button
+ Example of the button

» Click HIDE LEGEND / HELP

Stats Total Pages (frcnm this category downward) = Live Navigation Categories (19) + Live Content (247) = 266

IDE LEGEHDJ‘HELP |

Returns you back to the original Category Tree view.
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The different levels of the categories are numbered accordingly.

Co)Training N # Browse To TRAINING:18386 (IN_PROGRESS)
DOur Favorites N # Browse To FAVORITES:18458 (IN_PROGRESS)
(CZMusic N # Browse To MUSIC:18470 (IN_PROGRESS)

(-3)Rock N # Browse To ROCK:18471 (IN_PROGRESS)
(C4Artist1 C # Browse To ARTIST_1:18592 (IN_PROGRESS)

The Category Display Text is linked.

—3 # Browse To

-3 Classical N # Browse To

-4 C # Browse Tol

-4 Beethoven C # Brows

Clicking on one of the links will isolate that section of the navigation tree.

Stats: Tofal Pages (from this category downward) = Live Navigation Categories (0) + Live Content (0) = 0

Go to Top of Site | - Warning: this wil take some time if the category is large. You might isolate a selected
category first.

-3 Rock N # Browse To ROCK:18471 (IN_PROGRESS)
-4 Artist1 C # Browse To ARTIST_1:18592 (IN_PROGRESS)
-4 Artist2 C # Browse To ARTIST_2:18593 (IN_PROGRESS)
-4 Artist3 C #  Browse To ARTIST_3:18594 (IN_PROGRESS)

Each category has its type displayed in parentheses.

-4 Artist 3 @ # Browse To ARTIST_3:18594 (IN_PROGRESS)
-3 What's New@ # Browse To WHATS_NEW:18476 (IN_PROGRESS)
-3 ClassicaI@ # Browse To CLASSICAL:18722 (IN_PROGRESS)
-4 Mozart C # Browse To MOZART:18723 (IN_PROGRESS)

= N = Navigation Category which is used only for left navigation
= C = Content Category which is used for components

= O = Other which is used for Asset categories and some components
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There is an Edit button and a Browse To link for the Categories.

-4 Artist3 C & Browse To ARTIST_3:18594 (IN_PROGRESS)

-3 What's New O WHATS_NEW: 18476 (IN_PROGRESS)

-3 Classical N # Browse To CLASSICAL:18722 (IN_PROGRESS)
-4 Mozart C # Browse To MOZART:18723 (IN_PROGRESS)

= Edit will allow you to view the Edit Category screen for that category
= Browse To will take you to the Category Browser screen for that particular category

The actual Category Name, ID and Status is at the end of each entry.

-4 Artist3 C # Browse To ARTIST_3:18594 (IN_PROGRESS)
-3 What'sNew 0 # Browse Tﬂ@
-3 Classical N # Browse To CLASSICAL:18722 (IN_PROGRESS)

-4 Mozart C & Browse Tﬂ@

From the Category Browser screen you can see a list of subcategories one level below the
one you are looking at. You can navigate to one of the sub-categories by clicking on the
name.

IN_PROGRESS PREVIEW WIEW VIEW CATEGORY TREE

Up One Level to SITE CATEGORIES

IN PROGRESS Categories

TRAINING-ABOUT_US @ P -
TRAINING-ADLER_201409 & & H
TRAINING-ALEXANDER_201409 <s> & |
TRAINING-ASSETS 4

TRAINING-BLACKBURN_201209 <s»
TRAINING-BUSKULIC_ 201309 (o) #

TRAINING-CALENDAR rd
TRAINING-CILLETTE_201407  <e» &
TRAINING-CLUTE_201407 (or #
TRAINING-DESSERTS (or #
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When you look at a Content Category you will see a list of the content that is in that
category.

Category Browser
TRAINING-ABOUT_US

(IN_PROGRESS)| EDIT CAT H ADD CONTENT || PAREMT CAT: TRAINING ‘

LIVE Categories IN PROGRESS Categories

TRAINING-ABOUT_US-ADVANCED_ASSETS < S -
TRAINING-ABOUT_US-ASSETS 'l
TRAINING-ABOUT_US-CALENDAR <o
ASSOCIATED CATEGORIES
ID Category Name Edit Delete Priority

ASSOCIATED CONTENT

Click Title to Preview, ID to edit Content Item, Remove to delete the association "
Click ID, Content Title, or Priority to sort on that column. Dispiay 10 Records.

Clicking on the same column twice reverses
the sort.

Move Content

Keep Existing Category Association: [

Delete Content (et 9\ ]

ID & Content Title <=» Type Status Priority Remove Assoc
rd <> Homeless and Special Needs Contact Us FORM LIVE 100 =
233307
& “®» MiCase FAQs HTML LIVE 100 =
223289
& <= Put Your Mind in Gear HTML LIVE 100 sl
165134
rd “=r standard Operating Procedures HTML LIVE 100 B
160338
& “&» DMB-BUILDING OCCUPANCY AGREEMENT INFORMATION HTML LIVE 100 =
160427
& <=r Maximo HTML LIVE 100 =
159862
& <= Link Terminology LINK  LIVE (Expired) 100 {Remove}

122453

Initially 10 items are displayed. You can change the Number of Items displayed by typing
the desired number in the box. Clicking DISPLAY ALL will allow you to see all records.

| STANMDARD SORT |

Display 10 Records.| DISPLAY ALL |

Initially the content is displayed in the order in which the component is set to display content.
You can change the order by clicking on one of the sort column headings.

Click ID, Content Title, or Priority to sort on that column.
Clicking on the same column twice reverses the
sort.
T d I Content Title <=» I Type Status Priority Remove ASsSocC
“=FHomeless an pecial Needs Conta s FORM LIVE /=
233307
Ed «=» MiCase FAQS HTML LIVE 100 =
223289

Expired Content is indicated as follows:

Status
LIVE

LIVE (Expired)
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Clicking on the Content Title will take you to a Preview of the content.

ID & Content Title <=
rd “=r» Homeless and Special Needs Contact Us
233307
. «=»r MiCase FAQS
223289

Clicking on the ID will take you to the Edit Content Item screen.

ID & Content Title <=»

g “<=r Homeless and Special Needs Contact Us
233307

= MICase FAQS
223289

You can add a new piece of content to the category by clicking ADD CONTENT at the top of
the screen.

Category Browser
TRAINING-ABOUT US

(IN_PROGRESS) | EDIT CAT | ADD COMTENT |I| PAREMNT CAT: TRAIMING |

You can navigate up the category structure by clicking on the PARENT CAT: button. The
category name will change based upon what level you are viewing.

Category Browser
TRAINING-ABOUT_US

(IN_PROGRESS) | EDIT CAT | | ADD CONTENT ||] PAREMNT CAT: TRAINING ||

When you are looking at a navigation category, you can see the PAGE LAYOUT template
that is being used, the categories that are associated with each component and position.

PAGE LAY COLIT

S3122 | Intro vy Index
—at Ik ———

Positon: 10

Edit Properties

&314= | Categorized List
Cat Ty ———

Positon: 100

Edit Froperties

Drelete Page | Modify Page | Add Components to Page

Edit Content
You may locate content to edit it later using many different methods, as outlined above.

From List Content

> Select CONTENT and LIST/SEARCH CONTENT, from the left menu

COMNTENT LIST/ISEARCH
COMTENT

ADD COMTENT
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> Enter the Content ID in the ID field

Search By... ID: 167823 Edit 167823

» Click Edit (displays Content ID entered)

167823 Edit 167823

You can also find content by searching on the Text (Content Title) field as discussed in
Introduction to Content Entry as well as the methods discussed above.

From Browse Category

While browsing categories, you can see the content listed in each category. Simply find the
category you wish to edit and click on the ID link next to Content Title. You will then be taken to
the Edit Content Item screen.

Category Browser
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT

[]N_PRO'GRESS)| EDIT CAT || ADD CONTENT || PARENT CAT: TRAINING-ABOUT_US |

LIVE Categories IN PROGRESS Categories

TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP1

TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP2
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP2
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP4
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUPS

TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-
LIST_W_MORE

&#
&
&
&
&
&

s>

ASSOCIATED CATEGORIES

D Category Name Edit Delete Priority

ASSOCIATED CONTENT

Click Title to Preview, ID to edit Content Item, Remove to delete the
association Display 10 Records.

Click ID, Content Title, or Priority to sort on that column. . "
Clicking on the same column twice reverses the

sort.

EECKe L Check AlllC]

Keep Existing Category Assodation: [

D & Content Title <*» Type Status Priority Remove AssocC
# 326404 <*»7 - Sample Blog BLOG LIVE 100 ]
# 167820 <®»3a - Sample Content for Pagination LINK LIVE 100 =
| # 167823 |3 - Multi-Page Content Sample HTML LIVE 100 ]

Page 20 of 44



From W3 Preview

From the W3 PREVIEW screen, you can both Preview your content and enter the Edit Content
Item screen.

» You must be logged on to the CMA. From there, click W3 PREVIEW.

SITE INFO CMA HOME EMICHIGAN PASSWORD

ASSETS

W3 PREVIEW

Welcome, Trainee.
CONTENT

CATEGORIES news & notes

» Browse to the desired piece of content and scroll to the bottom of the screen

» There will be a Content (Edit Content) button at the bottom which will allow you to edit
this piece of content. A new browser window will open when you click the button and you
will be in the Edit Content Item screen.

# CONTENT
Contact Training ~ State Web Sites

cessibility Policy  Security Policy

RAIMING ONLY and is not to be used for any oth

> Copyright © 2001-2014 State of Michigan

From the Page Layout/Template screen you will also find an Edit this Content button
next to the Content Title or Link Text of the content.

3 - Multi-Page Content Samglel f I

Sample of Pagination

Ja - Sample Content for Pagination @

This is a text file to use for the Multipage Content Exercise. | will give you text to copy into the body of the content for up to 4
pages.

4 - Trigle Wide Sample #
L - Sample ePostcard .f

This iz a sample ePostcard for the Intermediate Content Entry Class.
6-ssL &
+ ADD CONTENT

Group 1

* Child Welfare Training Institutel Z I

* Dealer Trainin
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View Content

We can use content that we do not have permission to edit in our own site. Click on ID(edit) link to

view and include it in our own categories.

> Select CONTENT and LIST/SEARCH CONTENT, from the left menu. Enter the word “train”

in the Text field.

CONTENT

COMNTENT

LIST/SEARCH

ADD COMTEMNT

Search for Content
Search By... 1D:
Text:
Created/Updated By:
Search Type:
Expiration Date:

Release Date:

Sort By

Display Count

|train

MORMAL  +

= & |

= & |

|Contem D

» Select a piece of content that is:
= Not expired

= |Dlinkis teal

4486 Wil training be Wil training be prouided?\
provided?

100 10/24 05/10/2012 {Delete}

NOT OK
5104 New Employers interested in the new recordkeeping requirements 100 11/15/2001 {Delete}
M.LO.S.HA.  under the Michigan Occupational Safety and Health Act can
Requirement  participate in one of two videoconferences over the next two oK
Training months.
» Click on the ID link to view the content
5104] New Employers interested in the new recordkeeping requirements 100 11/15/2001 {Delete}

M.LO.S.HA.  under the Michigan Occupational Safety and Health Act can

Requirement  participate in one of two videoconferences over the next two

Training months.
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» Scroll to Associated Categories

Category Assodiation Edit Delete
D Category Name Priority  Assodation Assocdiation
g‘;‘; D IHEME-BUSINESS-OPERATING - EDIT CAT 100 (Edit) (Primary)

Add a Category Assodiation

Enter Category ID: OR... Select from List of Categories and ADD

» Click on Select from List of Categories and ADD

Category Assodiation Edit Delete
D Category Name Priority  Assodation Association
(2:‘;‘; D IHEME-BUSINESS-OPERATING - EDIT CAT 100 (Edit) (Primary)

Add a Category Association
Enter Category ID: OR...Eelect from List of Categories and ADDI

» Select your Associated Category

Add New Association CATEGORY
Content Title: New MILOSHA Reguirement Training
Associated Category TRAINING-ABOUT_US-INTERMEDIATE CONTENT-GROUPZ E
Adaioonal Association Type: @ None ) What's New ) Featured Service O Spotiight
Priority: 100
Add
> Click Add

» Go to the Training Site

» Navigate to your page and refresh - view your content in your category group

Group 2
* New M.L.O.SHA Requirement Training 4

Employers interested in the new recordkeeping requirements under the Michigan Occupational Safety and Health Act can
participate in one of two videoconferences over the next two months,
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Add Content

In addition to the multiple ways to edit content, there are multiple ways to create new content as
well.

CMA Left Navigation — CONTENT/ADD CONTENT

LIST/SEARCH
COMNTENT

ADD CONTENT

The most common way to create a new piece of content is to use the ADD CONTENT item from
the left navigation in the CMA. This is the first thing taught in the first CMA class.

Browse to Category & Add Content

Category Browser
TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-GROUP2

(IN_PROGRESS) | EDIT CAT |I| ADD CONTENT PARENT CAT: TRAINING-ABOUT_US-INTERMEDIATE_CONTENT

You can browse to your desired category first and then click on ADD CONTENT to add a piece
of content directly to that category. Make sure you are in the category where you want the
content to appear.
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W3 Preview & Add Content

Group 3

* 1990: Handlon Training Unit officer selected Officer of the Year f
19590 Officer of the Year

* Governor Appoints Four to Correctional Officers Training Council f
Gowvernor John Engler today appointed four individuals to the Michigan Correctional Officers Training Council, which establishes
standards for the training and education of candidates for correctional officers.

* Governor Re-appoints Five to Fire Fighters Training Council f

Gowvernor John Engler today re-appeinted Michael J. Burke, Terrence H. Chesney, Kenneth W. Eagle, Thad M. Taylor, and Joseph

Zielinzki to the Fire Fighters Training Council, which establishes advisory standards for fire fighter training schoolz and courses
of study.

* Mew M IO S HA Reguirement Training f

Employers interested in the new recordkeeping reguirements under the Michigan Occupational Safety and Health Act can
participate in one of two videoconferences over the next two months.

+ ADD CONTENT

While in W3 PREVIEW, you can browse to the desired page. If the page is a Component Page
Layout, you will be able to click on an +ADD CONTENT link at the bottom of the box to add
additional content to the category for that box. If the Page Layout is not a Component type of
layout, this will NOT work - for example:

= Calendar of Events

* Full Content

= Content Archive

= Categorized Call

Some variations on this occur when the page layout includes a component box in addition to the
other aspects of the page. You will find this on ALL the following page layouts:

= All Component Page Layouts

= Press Release - While there is no Component box on this page, the functionality
has been added to this template!

= Categorized Call with Intro - the Intro box will have +ADD CONTENT at the bottom, but
the Categorized Call boxes will not

= Theme page - the Intro box at the top will have +ADD CONTENT at the bottom of the
box
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Triplewide

Triplewide content eliminates the right navigation and allows the author to utilize more room.
Normal content only allows for 640 pixels in width. Triplewide content allows for 790 pixels.
This will allow for wider images and tables.

1)) WY Department of Information Technology

Training Home Site Map Contact Training Training FAQ Search

Lke M Tweet

Michigan.gov Home

print friendly ~ email this page
4 - Triple Wide Sample

diate C nt Entry
1 With More Sample | e ————————————————————————————— |

| People || Christmas Request || Where Buying || Purchased Date ‘

| Daugnier || Toaster Oven | [Best Buy || \

[ son | [cordless pril |[Home Depot ||

|Granddaugmer | |Barbie House | |Toy5 RUs |

|Grandson | |Leap Pad | |T0y5 RUs |

| Parents | |Airine Tickets o MI | |Expedia ||

Our Favorties

To make a piece of content Triplewide, simply click the box in the Full Display (triplewide) field
of the New/Edit Content Item screens. It is located directly below the Priority field.

Full Display (triplewide) []
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Content Types

In Introduction to Content Entry, we covered HTML and Link content. There are other types of
content that can be used. We will look at one of them here.

SSL

Secured Socket Layer (SSL) content type is used whenever you need the page you are
creating to be secured or encrypted. You can create a form that will be encrypted when it is
submitted. Be aware, however, that while the submission of the form is, indeed encrypted and is
secure, the mailing of that form from the server to the recipient within the State of Michigan is not
secure.

> Click CONTENT/ADD CONTENT

» Select SSL as the Content Type

* Content Type: HTML (HIML 1.0/2.0) w
BLOG (BElog Type Content)
EPOSTCRARD (e-PostCard)
FLV (Flash Wideo Content)
FORM (HTML-FORM)
HTML (HTML 1.0/2.0)
LINE (LINE (UERL))
MIXED (ARSCII/HTML)
OTHER (Other/Unknown)

TEXT (ASCII Text) |

> Enter the Content Title - Use Your name - SSL

» Enter the remainder of the content as you would any other HTML content. For
information on creating forms, please see the Guide to Creating Forms in the CMA
found on http://www.michigan.gov/e-michigan on the Reference Center button.

» Enter Keywords
» Click ADD

» View your content on the Training Site. Note the Padlock icon in the status bar and the
https:// in the Address field.

i vy michigan govraining0, 10607 7-166-13435_20657_26275-113488--55 00 hml E
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Special Content

FAQ

FAQs are presented in a template specifically designed for FAQs. In order to have the questions

and answers displayed properly, the fields must be completed in a specific fashion.

>

>

Click CONTENT/ ADD CONTENT

Select the Category Group (Sitename-TOP_NAV_LINKS)

TRAINING-QUICKLINKS i
TRAINING-RIGHT_LINKS
TRAINING-RIZIK201403
TRAINING-ROBINSOMN2013
TRAINING-SPOTLIGHT
TRAINING-WEEK_EMND
TRAINING-WHATS_NEW
TRAINING-XABEDNEGO_201303
TRAINING-X*BATESC_201303 -

m

Select the Primary Category (Sitename-TOP_NAV_LINKS-FAQ-CATEGORY)

* Primary Category: fmmmm e SELECT ONE ———-—- >

<--——= SELECT ONE ————- >
TRAINING-TOF WAV LINKS
TRATNING-TOP NAV LINKS-CONTACT
TRAINING-TOF NAV LINKS-FAQ

TRAINING-TOP NAV LINES-HOME
TRAINING-TCF NAV LINE5-SITE MAF

TRAINING-TOF NAV LINKS5-FAQ-DESSERTS
TRATNING-TOF WAV LINKE5-FAQ-FAVORITES

TRAINING-TOF NAV LINES-FAQ-HOLIDAYS

TRAINING-TOP NAV LINKS-FAQ-TRAINING MSHDA FAQ COMMUNITIES

The Content Type is HTML

In the Content Title field, enter the question as you want it to appear on the list of

guestions

% Content Title: Question goes here

Title:(18 of 255 chars max)

Complete the other fields as appropriate
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Questions are ordered by reverse release date (oldest first) then Priority when release date
is the same. Set the release date and priority to order the questions as you want them to
appear.

» Inthe Description field, enter the question as you want it to appear on the page that
also contains the answer. This will usually be the same as what was entered in the Title
field and will display as the content title in the component section.

Description (Limited to 4000 characters):(Short Text - 19 of 4000 chars max)
Edit (WYSIWYG)
Question goes here.

» Inthe Body field, enter the answer to the question. If there is more than one paragraph,
you will need to use HTML tags or WYSIWYG.

Bﬂd}": PREVIEW BODY
Edit (WYSIWYG)

Answer gqoes here,

» Enter Keywords

» Click ADD

» View your FAQ on the Training Site

FAQs are not updated automatically. The cache clear schedule does not apply to the top

navigation. FAQs need to be manually cleared. When you update or add a new FAQ,
please contact your site administrator to have the Top Navigation cleared.
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Press Releases

The following are the standards for press releases on the web. All agencies are required to
adhere to these standards.

» Select Press Releases from Left Navigation Menu on the Training Site

» Click +ADD CONTENT

News Center

2014
January

+ ADD CONTENT

28 Press Release - ATL Hit With Winter Weather EDIT
ATL Winter Weather

» Content Title field: There should not be a subhead in the body. Simply put a semicolon
after the title and put the subhead there.

* Content Title: Press Release - ATL Hit With Winter Weather
Character Count

» Agency Information: ALWAYS include the Contact Name, Phone Number and

Agency

Contact Mame: Dana Morgan
Contact Phone: 517-555-1727
Contact Agency: Technology, Management & Budget |T|

» Description: Enter a short description about the press release

Description (Limited to 4000 characters):(Short Text - 18 of 4000 chars max)
Edit (WYSIWYG)
ATL Winter Weather I
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File= Edit~ Inset~ View= Format~ Tablew Tools~

& ¢ FontFamily~ FontSizes~ Formats~ B F

- — 7 —
L A L
e

= M
= @ [ A A @
January 28, 2014

Atlanta had the most dangerous commute as the city was hit with a winter storm. hany schools were closed
& warious accidents occurred.

To learn mare abaut weather conditions, visit our website: hitp: A michigan.goy

» Body: (Note: This view is in WYSIWYG)
= The first item in the body should ALWAYS be the date, in bold (See above)
= Do not use a dateline, unless it is somewhere other than Lansing
= Do not use FOR IMMEDIATE RELEASE. Itis not necessary.

= The default font set in Vignette is Arial, Helvetica 10 point. Please, use this font and
size for the body text.

= All press releases should be left justified and single-spaced with no paragraph
indentation and one line between paragraphs

= At the bottom of every release, include a link to the press release page of your
department. For example (the exact wording is up to each agency):

To learn more about gas prices in Michigan, visit our website: http: /A michigan. gov

Contacts: Stay Connected: Multimedia:
Departments & Agencies facebook Video Library
Employee Lookup Podcasts

Phone Book =WILLCH | Michigan Photo Gallery

Find Your Legislators &m
Michigan Courts You Tuhﬂ |

Local Governments

Releases do NOT NEED ANY KIND OF END DEMARCATION (### or -30-).
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Attachments (letters, charts, etc.) should be converted to PDFs and included as associated
assets.

» Click Close/Done

» Enter Keywords

» Click ADD

» View your Press Release on the Training Site

(View Press Release samples at: http://www.michigan.gov/minewswire)
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Calendar of Events

Content for Calendar of Events is created in the same fashion as any other piece of content.
The only difference for content entry is specifying the Event Start Date/Time, Event End
Date/Time, Event Location (Optional) and Location Map (Optional).

Event Start Date: MM/DD/YYYY | [12:00am v |[2]

Event End Date: MM/DD/YYYY¥ | [12:00am ]| [2]

Event Location: | | ]
Location Map: m

Your Site Administrator will determine if content will be entered on a Full or Mini Calendar
template. Events are added to the left navigation category for the Calendar of Events
template.

Sample Full Calendar (Displays list of all the months’ events below the calendar)

MARCH 2014

Sun Mon Tue Wed Thu Fri Sat

[N

o
1%
|tn
1]
I~

o

5
-
-

Sample 1 - Full
Calendar of

Event
i=] a7 as a9 20 21 22
Sample Z - Full
Calendar of
Event
23 24 25 26 27 28 29

Sample 3 - Full
Calendar of
Event

Sample 1 - Full Calendar of Event
Date: March 13, 2014

Time: 08:00 AM - 05:00 PM
Description: Full Calendar of Event

IZI Sample 2 - Full Calendar of Event
Date: March 18, 2014

Time: 08:00 AM - 05:00 PM

Drescription: Full Calendar of Event

IZ Sample 23 - Full Calendar of Event
Date: March 27, 2014

Time: 08:00 AM - 05:00 PM

Description: Full Calendar of Event

|=

lco

iz a3 14 a5
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Sample Mini Calendar in Double Wide

[ o | Gt 0 = ®
Bifionsy Tiedvason bW iecsc: @t

* Examgle Content
Ol | w1915 Uaseachvosts siue ofTechioigy (W) conclged B frelyear of g uone i sy i
serarautalengreenng. The cowse WS e 7St 0TS s, 310 9 eseer of S0ce Gy Was EWEtes

* Examgle Content 2

JULY 2012 July 19, 2012

Su Mo Tu We Tn Fr S Rocket Propelled Research Sled #2
S PR E | Date: 06/24/2012-08/01/2012
Desdription: June 23, 1950: The United States AT
Force made the first run of a rocket-propeled
RN  reserch s onte 3 550ont miske et

Holoman A Force Base, N. M.
191617 18
2|8 U X %A R

VIEW PAST AND FUTURE EVENTS

Sampe Ful
Calendar

* Example Content #2 * Racket Propeded Research Sied
1965 MASA lnched Geri | | e 25, 1551 Toe ried e A Force e e st o et
WaaThn et ressarehsedon e 1 50 o s ek a ol A7 FreeBase L L.
* Example Contsnt * Sample Event
* Present Day History

* Rocket Progedled Research Sled £

Sample Mini Calendar in Single Wide

fone | Coat s | FAD fsearch
Pomiriensy Totvesen AW7eqsee @St

Technoogy (IT)concuie s fstyearof g gz sty
ey o carse s e st e and v e of s e s Bt

JULY 2012 s

o Tu Ve Fr %

,A

UEREEEE :

2 u

VIEW PAST AND FUTURE EVENTS

Create an Event that will be added to the left navigation category for the Full Calendar

template.
» Click CONTENT/ADD CONTENT

» Select: TRAINING-ABOUT_US

TRAINING-ABOUT_US -

TRAINING-ARNOLD_2013_10 |E|
TRAINIMNG-ASSETS —
TRAINING-ELACKBEURMN_201309
TRAINING-BOTTOM_MNAWV_LINKS
TRAINING-BUSKULIC_201309
TRAINING-COSSAR_2013
TRAINING-DESSERTS
TRAINING-ESTILL_201211
TRAINING-ESTILL_2013 -

Click Continue

» Primary Category: select TRAINING-ABOUT US-FULL_CALENDAR

* Primary Category:

TRRINING-RBCUT US-FULL CALENDAR Bt

» Content Type leave HTML

> Add your Content Title

» Complete necessary fields with asterisks (*)

» Expand EVENT DATE INFORMATION and enter the Event Start Date/time and Event
End Date/time. These are not required fields. But if you use one, you have to use the
other. If this is to be a one-day event, enter the same date in both fields.
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NOTE: If the time fields are both left on the default of 12:00AM, then the server
considers the event an “All Day Event” and will render the content as such.

Event Start Date: MM/DD/YYYY |07/22/2013 12:00AM + IEI

Event End Date: MM/DD/Y¥yYY |07/22/2013 12:00AM + IEI

Enter an Event Location and check the Location Map box (not required fields). These
fields are for any content. Type in the text for the Event Location and it will show on the
content page with these special characteristics:

a. Type in a specific street address and it will show a hyperlink to a Bing map. Example:
111 S. Capitol Ave., Lansing, MI 48909 (no comma between state & zip)

b. Type in HTML code (hyperlink) and it will show that hyperlink
c. Type in text and it will be only text. The server won't do anything special.

The Location Map check box is used in conjunction with characteristic a. If you type
a specific street address, it will create a Bing map in the content.

Event Location: 111 5. Capitol Ave., Lansing, M 48909 EI

Location Map:

Enter the Description and the Body fields
Enter Keywords
Click ADD

View your Calendar of Event on the Training Site
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List with More Component

The List with More Component offers unique capabilities. When a Site Administrator employs
this component type, the first few items are displayed in the component and a link to the full list is
at the bottom of the component.

print friendly ~ email this page =~ ®lke W Tweet

* What's It All About? #
This is a sample page with a "List With More" component.

You can see how to add content to the proper category to
enable the content to be seen.
+ ADD CONTENT

Normal Single Wide List with More - Single Wide

m « Brian - List with More [editi

« Doreen's List of toxic chemicals [=dit]
« Debra - List with More [=dif

Sample Title of Content f +« Pamela List with more [edit]
+ ADD CONTENT + Training Intuitively redin

« List with more [edif]
= Mare

+ ADD CONTENT

When the > More link is clicked, the user is taken to a page like the one below. It will always
be some sort of Categorized Call and may have one or many boxes on the page.

Section 1

v Cantent 1 (Priority 13

» Content 2 (Priority 23

» Content 3 (Priarity 3

v Caontent 10 (Priority 100

Section 2

» Section 2 - Content 1 (Priarity 1%

» Section 2 - Content 2 (Priority )

» Section 2 - Content 3 (Priority 15
» Section 2 - Content 30 (Priority 300
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The component can be customized in a variety of ways. One is a simple list. The number of
items on the list is determined by the Site Administrator. The order in which the items are
displayed is by priority. It disregards subcategories in compiling the list for the component.

Select One
Content 1 (Priorty 17

Section 2 - Content 1 (Prorty 17

Content 2 (Prioty &7

Content 3 (Proty 37

Section 2 - Content 2 (Prionty 57

Content 10 (Prodty 107

=
E

Note: Items are displayed in order based on priority and not on sub-category.

The component can also be customized to be a drop-down Select Box. Again the Site
Administrator will determine how many items are displayed when the box is expanded. More will
always be the last choice to access the full list.

viihat's [t AN About?
This is a sample page with a "List With
More" component. You can see how to add
content to the proper category to enable
the content to be seen.

Select One

select One j

Select One
Content 1 (Priority 1)
Section 2 - Content 1 (Priority 1

Hormal Single Wide Select One
Select One j

Content 2 (Priority 2

Content 3 (Priority 3)

section 2 - Content 2 (Priority &)
Content 10 (Priority 10)

Mare

Select Box instead of standard component Select Box expanded
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Create content to add to a List with More Component.

>

vV ¥V VY V¥V Y V VY

Click > More to see the full List with More content on the Training Site

List with More - Single Wide

« Brian - List with More [edit

« Doreen’s List of toxic chemicals [=dit

+ Debra - List with Mare [edit]

+« Pamela List with more [=di

+ Training Intuitively edit
« List with more [=dif

= More

+ ADD CONTENT

Click +ADD CONTENT

Section 2

* Doreen's List of toxic chemicals f

+ ADD CONTENT

* Primary Category: TRAINING-ABOUT_US-INTERMEDIATE_CONTENT-LIST_W_MORE-RIGHT-SECTION2

EDIT CATEGORY H BROWSE CATEGORY ‘

Note: The Primary Category and sub-category defaults (since you navigated from the
Training Site using ADD CONTENT. Otherwise, you must select a sub-category of the
component when creating new content from CMA. That is, a category from the page that
is seen when > More is selected, rather than the component category itself. These
categories are sub-categories of the List with More Component.

Content Type select HTML

Add Content Title

Complete all necessary fields marked with an asterisk (*)

Enter Body text

Enter Keywords

Click ADD

View your List with More Component on the Training Site
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Content Archive

Content for a Content Archive is created in the same fashion as any other piece of content.
The Primary Category will be the left navigation category. Content will be ordered by Release
Date or Alphabetically, according to the parameters set by the Site Administrator.

More archives for Content Archive Sample:
2014 | 2013 | 2006 | 2003

2014 -
Mar12 - Sample 3 - Content Archive Example EDIT

Sample 3 - Content Archive created for class. **D0 NOT DELETE*
Feb11- Sample 2 - Content Archive Example EDIT

Sample 2 - Content Archive created for class. **D0 NOT DELETE*
Jan 7 - Sample 1 - Content Archive Example EDIT

Sample 1 - Content Archive created for class. **D0 NOT DELETE™

Create content to add to a Content Archive category.
» Click CONTENT/ADD CONTENT
» Select: TRAINING-ABOUT_US

TRAINING-ABOUT_US
TRAINING-ARNOLD_2013_10
TRAINING-ASSETS
TRAINING-BLACKBURM_201309
TRAINING-BOTTOM_MNAV_LINKS
TRAINING-BUSKULIC_201309
TRAINING-COSSAR_2013
TRAINING-DESSERTS
TRAINING-ESTILL_201211
TRAINING-ESTILL_2013 <

Conuue|

> Click Continue

m| s

» Select: TRAINING-ABOUT US-CONTENT ARCHIVE

* Primary Category: TRAINING-ABOUT US-CONTENT ARCHIVE HB

Select the desired Content Type
Add your Content Title
Enter the appropriate fields for the content type selected

Click ADD

YV V V V VYV

View your Content Archive on the Training Site
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Quicklinks

Content for Quick Links is created in the same fashion as any other piece of content. The only
difference is specifying the correct Primary Category. Quick Links may be added at a variety
of category levels.

Global Quick Links:

The Primary Category for Global Quick links is sitename- QUICKLINKS
Example: TRAINING-QUICKLINKS

* Primary Category: TRAINING-QUICKLINES m H

Global Quick Links appear on all the navigational pages, except when specified
otherwise by the Site Administrator

Local Quick Links:

The Primary Category for Local Quick links is sitename-category-QUICKLINKS. This
will always be a navigational category.
Example: TRAINING-FAVORITES-QUICKLINKS

* Primary Category: TRAINING-FAVORITES-QUICKLINKS

EDIT CATEGORY BROWSE CATEGORY

Make Local Quick Links appear on more than one page. You may reuse Quick Links on
several categories by associating the new category to that content item.

» Edit the Quick Link content item

Edit Content Item

BASIC CONTENT INFORMATION * denotes required fields

* Primary Category: TRAINING-FAVORITES-QUICKLINKS
ry Lategory

CHANGE CATEGORY EDIT CATEGORY BROWSE CATEGORY

Content Status: LIVE
* Content Type: LINE (LINE (URL)) E|
* Content Title: Barnes & Noble Book Sale

Character Count
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» Scroll to bottom and locate Associated Categories section

Category Assodiation Edit Delete
ID Category Name Priority  Assodiation Association

CATID EDIT ;

e TRAINING-FAVORITES-QUICKLINKS - EDIT CAT 100 nesocaroy Primary)

Add a Category Association
Enter Category ID: | OR.J Select from List of Categories and ADD

» Click Select from List of Categories and ADD

» Select the Associated Category for your desired Quick Link category, click Add

Add New Association CATEGORY
Content Title: Barnes & Noble Book Sale
Associated Category TRAINING-FAVORITES-BOOKS-QUICKLINES |T|
Additional Association Type: © None © What's New © Featured Service © Spotlight
Priority: 100
Add

The new category will be added to the list:

Category Association Edit Delete
1D Category Name Priority  Assodiation Assodiation

CATID EDIT ;

35153  VRAINING-FAVORITES-QUICKLINKS - EDIT CAT 100 nssocaon CPrimany)

CATID S—— ] ] e EDIT

35154 TRAINING-FAVORITES-BOOKS-QUICKLINKS - EDIT CAT 100 ASSOCIATION (Delete)

Add a Category Association

Enter Category ID: OR... Select from List of Categories and ADD
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Left/Right Links Content

There is a limit of 6 Left Links. The number of Right Links is determined by the Site
Administrator. The default number is 6 Right Links that can be added to a site. Creating Left
Links and Right Links is essentially the same.

>

vV Vv V¥V VYV Y V V¥V

A\

Click +ADD CONTENT, from the Right Navigation Menu of the Training Site

E." Toniminn WMoheitc MICHIGAN.GOV
| wlraining Vensite % s
h Department of Information Technology i %Tgi?:e
printfriendly ~ email this page =~ ®tke ¥ Tweet
What's New
* How to Survive a Michigan Winter? 4
How to Survive a Michigan Winter Help Locate

These Missing
> More Children

* Repairing A Rock Wall ' #

Step-by-step instructions for fixing that rock wall that fell over.

> ([ ADD CONTENT

The Primary Category defaults to appropriate link category: SITE-LEFT_LINKS or SITE-
RIGHT_LINKS

* Primary Category: TRAINING-RIGHT_LINKS
CHANGE CATEGORY || EDIT CATEGORY || BROWSE CATEGORY

Content Type select Link

Add your Content Title

Enter the appropriate fields for the content type selected
Select Link Type (Internal, or External)

Add Link (URL)

Click in Link Text field

Click ADD

Scroll down to the bottom of the page to Associated Assets
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» Associate the Asset for the link to the piece of content

Asset ID Asset Name Asset Path Assodciation Flag Delete Association
Add an Associated Asset

Enter Asset ID - Shortcut:

OR... Select from a List of Assets to Associate OR... One Step Add and Auto-Associate Asset

> Enter the Asset ID number in the Enter Asset ID - Shortcut field

Assets that can be used for Left or Right Links can be any height, but must be no more
than 150 pixels in width.

21828 174159
35255 131578
38704 156310
50415 172975
53792 106222
59048 139448
150992 115130
131789

» Click the Associate button
» View your link on the Training Site

» Make the image become the clickable link. Select the Title radio button.

Asset - Delete
D Asset Name Asset Path Association Flag iation
50415 DHS Button for Help Us [images/FIA- @ -Title Priority: 100 Delete
Locate these Missing Chidren Locate_Chid_50415_7.jpg ©) -Component Only
© Contentony
() -Both Compy/Cont

Add an Associated Asset

Enter Asset ID - Shortcut:

OR... Select from a List of Assets to Associate OR... One Step Add and Auto-Associate Asset

» Click on Update Association

» View your Right Link on the Training Site
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Roles & Responsibilities

Site Admin

The Site Administrator is responsible for:

= The upkeep of the categories, to include the navigation categories and the
component categories

= The templates and the customization of the templates

*» The look and feel of the site to the extent that the templates are customized with title
images, background colors, etc.

= Supporting the Content Entry staff

= Communication with e-Michigan

Content Entry

Content Entry staff is responsible for:
= Creating new Content
= Adding and managing Assets
= Editing Content and Assets
= Assuring the accuracy of the Content

»= Processing Workflow
Workflow Roles

= Author - Create or enter content into the CMA, including the assignment of attributes
such as publish date, agency owner, etc.; Approve content that should be forwarded to
the Editor

= Editor - Review content and attributes; Edit content and attributes; Approve content that
should be forwarded to the Publisher; Reject content that should be sent back to the
Author

= Publisher - Ensure quality and accuracy of content HTML and publish content to the
Portal

Do evaluation online: Favorites/Training Evaluation
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